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Changing the Font

05/30/01 STATE OF HISSOURI
REPORT ID: A6571 VOUCHER PAYMENT CEECK REGISTER BY AGENCY
FOR CHECKS WRITTEN 05/31/01

AGENCY: 860 DOR-OPER TRANSACTION CODE: AD BANK: 00 CENTRAL BANK, JEFFERSON CITY BANK ACCOUNT 1005039910

CEECK VENDOR
NUMBER NANE

. VENDOR ____ VOUCHER ____ VOUCHER VENDOR

00006157188 ALBAUGH, INC

00006157189 ALLARD. BARBARA

00006157150 ALLEN, DENNIS E

00006157181 AUG, CHARLES D 4501HF0070

00006157192 BARKLEY, JAMES

00006157193 BARKLEY, JANMES

00006157194 BEAMER HANDLE CO INC

00006157135 BEISLY OIL CO DORFUELTAX 863V14501MF097 05 25 01 V14501NMF00S7
TOTAL FOR CHECK:

00006157196 BERDEAVY, ROBERT E DORFUELTAX 8&63V14501MFOS0 05 25 01 V14501HF00S0
TOTAL FOR CHECK:

00006157197 BERTRAM, FRED DORFUELTAX 863V14501MF044 05 25 01 V14S01KFD044 1

Changing the Font of the report display only changes your current display of the report it
does not change the Font of the actual report.

The Font option is under the View option on the menu bar. The dialog box allows you to
change the font, font style and/or font size. You do not need to select the text that you
want to change, when you modify the font the changes will affect the report.



Moving and Copying Data

OF HISSOURI
ENT CHECK REGISTER BY AGENCY
CKS WRITTEN 05/31/01

PAGE 274

00 CENTRAL BANK, JEFFERSON CITY

BANK ACCOUNT 1005039910

VOUCEER CHK  VENDOR
'UMBER DATE CAT INVOICE

QR10001350¢ 0S 2S O1 V14501HF130 11,116.81
TOTAL FOR CHECK: 11,116.81

'V14501MF045

0s 25 01 V¥14501HF0045 34.00
TOTAL FOR CHECK: 34.00

V14501MF038

B85 25 01 V14501NMF0038 17.00
TOTAL FOR CEECK: 17.00

HARLES D DORFUELTAX 863V14501MF070 BS 25 01 V14501NF00Q70 31.11
TOTAL FOR CHECK: 31.11
T, JANES DORFUELTAX 863V14501NMF067 05 25 O1 V14S01HFO067 51.00
TOTAL FOR CHECK: 51.00
¥, JAMNES DORFUELTAX 863V14501MF104 05 25 01 V14S01MF0104 142.01
TOTAL FOR CHECK: 142.01
HANDLE CO INC DORFUELTAX 863V14501MF027 05 25 01 V14S01HF0027 43.33
TOTAL FOR CHECK: 43.33
OIL CO DORFUELTAX 863V14501MF037 0S5 25 01 V14S01KFO097 340.00
TOTAL FOR CHECK: 340.00
VY, ROBERT E DORFUELTRX 863V14S01MFOS0 05 25 01 V14501MF0Q0S0 180.8%
TOTAL FOR CHECK: 180.86

, FRED DORFUELTAX 863V14501MF044 05 25 01 V14501HF0044 148.70
EC! ) .

In this example we are going to move the Payment Amount column closer to the Vendor
invoice column.

To move or copy a column of data follow these steps:

1. Mark the text you want to move or copy by using the mouse to select. You will not
need to mark the entire text just include the number of rows or the width of the
column. '

Click the right mouse button in the area that you want the data to appear and choose
Set Caret from the quick menu

Pull down the View menu and choose Move or copy

In the Extend Mark to Page Boundaries specify which direction

Click on the Move to... or Copy to... button

Move to Caret.
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VOUCHER PAYMENT CHECK REGISTER BY AGENCY
FOR CHECKS WRITTEN 05/31/01
R TRANSACTION CODE: AD BANK: 00 CENTRAL BANK, JEFFERSON CITY BANX ACCOUNT 1005039910
VENDOR VENDOR VOUCHER VOUCHER CHK  VENDOR l PAYMENT
NAME CODE NUMBER DATE CAT INVOICE AMOUNT

H, INC DORFUELTAX 863QR100013504 0S 29 Oi V14501H8F130 11,116.81
TOTAL FOR CHECK: 11,116.81

. BARBARA DORFUELTAX B63V14501MF045 0S 25 01 V14501MFOQ4S 34.00
TOTAL FOR CHECK: 34.00

DENNIS E DORFUELTAX 863V14501MF038 0S 25 O1 V14501KFQ038 17.00
TOTAL FOR CHECK: 17.00

(HARLES D DORFUELTAX B863V14501MF0O70 05 25 01 V14501HF0Q70 31.11
TOTAL FOR CHECK: 31.11

1Y, JANES DORFUELTAX 863V14501MF067 0§ 25 01 V14501MFQCE7 §1.00
TOTAL FOR CHECK: 51.00

¥, JAMES DORFUELTAX 863V14S01MF10¢ 05 25 01 V14501NMF0104 142.01
TOTAL FOR CHECK: 142.01

HANDLE CO INC DORFUELTAX 863V14501MF027 0S5 25 O1 V14501NF0Q027 43.33
TOTAL FOR CBECK: 43.33

OIL CO DORFUELTAX 863V14S01MF097 05 25 01 V14501MF0097 340.00
TOTAL FOR CHECK: 340.00

VY, ROBERT K DORFUELTAX 863V14S01MFOS0 0S5 25 01 V14501MF00SO 180.86
TOTAL FOR CHECK: 180.86¢

M, FRED DORFUELTAX 863V14501MF044 05 25 01 V14501MF0044 149.70

Now the Payment Amount column is closer to the Vendor Invoice column allowing us to
view the entire information.

Copying a column of data will create a duplicate of the information leaving the original
in place and placing the duplicate where the caret has been set.



STATE OF KISSOURI
VOUCHER PAYMENT CHECK REGISTER BY AGENCY
FOR CHECKS WRITTEN 05/31/01

CODE: AD

BANK: 00 CENTRAL BANK, JEFFERSON CITY BANK ACCOUNT 1005039910

VENDOR
CODE

VOUCHER
NUNBER

PLYNENT
ANOUNT

INVOICE

DORFUELTAX 863QR100013504 05 29 01 V14501MF130 11,116.81

TOTAL FOR CHECK: 11,116.81

DORFUELTAX 863V14501MF04S 05 25 01 V14501MF004S 34.00
TOTAL FOR CHECK: 34.00

DORFUELTAX 863V14501MFO38 05 25 01 V14501NMF0038 17.00
TOTAL FOR CHECK: 17.00

DORFUELTAX 863V14S01MF0O70 05 25 01 V14501HF0070 31.11
TOTAL FOR CHECK: 31.11

Q0006157192 BARKLEY, JANES DORFUELTAX 863V14SOLNFO67 05 25 Ol V14SO1HMFD067 51.00
TOTAL FOR CEECK: 51.00

00006157153 BARKLEY, JANES DORFUELTAX 863V14SO1NMF104¢ 0S 25 01 V14501MF0104 142.01
TOTAL FOR CHECK: 142.01

00006157194 BEAMER HANDLE CO INC DORFUELTAX 863V14501MF027 05 25 01 V14501KF0027 43.33
TOTAL FOR CHECK: 43.33

00006157195 BEISLY OIL CO DORFUELTAX 863V14501MF097 05 25 01 V145014F0097 340.00
TOTAL FOR CHECK: 340.00

00006157156 BERDEAVY, ROBERT H DORFUELTAX 863V14501MFO50 05 25 01 V14S01NMFOQS0 180.86
. TOTAL FOR CHECK: 180.86

00006157197 BERTRAM, FRED DORFUELTRX 863V14501MF044 05 25 01 V14501HF0044 148.70

To hide columns of data follow these steps:

1. Mark the text you want to hide by using the mouse to select. You will not need to
mark the entire text just include the number of rows or the width of the column.

2. Pull down the View menu and choose Hide.

3. Inthe Extend Mark to Page Boundaries specify which direction

4. Click on Hide

In our example we do not need to view the Vendor Code, Voucher Number, Voucher
Date, Chk Cat or Vendor Invoice columns.



§8: DocumentDirect - [SDCOS1

tate.mo.us: ABS7ATR (20010531120000}}

05/30/01

STATE OF MISSOURI
REPORT ID: A657A VOUCHER PAYMENT CHECK REGISTER BY AGENCY
FOR CHECKS URITTEN 05/31/01
AGENCY: B60 DOR-OPER TRANSACTION CODE: AD  BANK: 00 CENTRAL BANK, JEFFERSON CITY BANR ACCOUNT 1005039910
CHECK VENDOR PAYRENT
NUNBER NANE AMOUNT
00006157188 ALBAUGH, INC 11,116.81
11,116.81
00006157189 ALLARD. BARBARA 34.00
34.00
00006157190 ALLEN, DENNIS E 17.00
17.00
00006157151 AUG, CHARLES D 31.11
31.11
00006157192 BARKLEY, JAMES 51.00
51.00
00006157193 BARKLEY, JAMES 142.01
142.01
00006157194 BEAMER HANDLE CO INC 43.33
43.33
00006157195 BEISLY OIL CO 340.00
340.00
00006157156 BERDEAVY, ROBERT H 180.86
180.86
00006157187 BERTRAH, FRED

After hiding the selected columns the only information we view now are the Check
Number, Vendor name and Payment Amount columns.

When information is hidden it will not print out nor will hidden data be exported. So if
you only want to print or export certain information hide the information needed and then
print or export.
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VOUCHER PAYMENT CHECK REGISTER BY AGENCY
FOR CHECKS WRITTEN 05/31/01

CODE: AD BANK: 00 CENTRAL BANK, JEFFERSON CITY BANK ACCOUNT 10050339910

PAYNENT

11,116.81
11,116.61

34.00
349.00

17.00
17.00

00006157191 AUG, CHARLES D 31.11
31.11
00006157192 BARKLEY, JANES £1.00
51.00
00006157153 BARKLEY, JANMES 142.01
142.01
00006157194 BEAMER HANDLE CO INC 43.33
43.33
OUOOSlS?iéS BEISLY OIL CO 340.00
340.00
00006157196 BERDEAVY, ROBERT H 180.86
180.86
00006157197 BERTRAH, FRED 148.70

To freeze column heading you will need to make any modifications such as moving and
hiding first, then to freeze the information follow these steps:

1. Mark the text you want to freeze by using the mouse to select. You will not need to
mark the entire text just include the number of rows or the width of the column.

2. Pull down the View menu and choose Freeze.

3. Complete the information in the Type of Mark

4. Click on Freeze

5. When the rows are frozen you will be able to page down and still see your column
headings. See the example below:

5- AGLZATE (200105311 20000) )

00006157190 DBEITGEN, INC sS5.05
ss6.85

00006157199 BOONE COUNTY OIL COMPANY 3.555.55
3,.SSS.55

PAYHENT
NUNMBER NAME AMOUNT

00006187200 BOONVILLE READY NIX s08.29
B soe.29

00006157201 BOSWELL, BILL R SR o3.50
®3.so

00006157202 BOWLING, TIMOTHY 61.73
61.73

CO00E1S7203 BRANDT, ALVIN J 3a.08
24.08

00006157204 BRIDGEPORT BOAT RENTALS 19,406.52




556.85

3,555.85
3,555.58

608.29
608.29

93.50
93.50

€1.73
61.73

34.08
34.08

15,406.52

To set everything back to the default view settings select Clear View from the View
option on the menu bar.

05/30/01 STATE CF HISS
REPORT ID: AES7X VOUCHER PAYMENT CHECK REGISTER BY AGENCY
FOR CHECKS URITTEN 05/31/01
AGENCY: 860 DOR-OPER TRANSRCTION CODE: AD BANK: 00 CENTRAL BANK, JEFFERSON CITY BANK ACCOUNT 1005039910
CEECK VENDOR VENDOR VOUCHER VOUCHER CHK  VENDOR PAYMENT
NUMBER NANE CODE NURBER DATE CAT INVOICE AKOUNT

00006157188 ALBAUGH, INC DORFUELTAX 863QR100013504 0S 29 01 V14501HF130
TOTAL FOR CEECK: 11,116
00006157189 ALLARD. BARBARA DORFUELTAX 863V14S01MF04S 0S 25 01 V14501MFO04S

TOTAL FOR CHECK:

00006157150 ALLEN, DENNIS E DORFUELTAX 863V14501MFO38 0S5 25 01 V14501NFD038
TOTAL FOR CHECK:

00006157191  AUG, CHARLES D DORFUELTAX 863V14501MF070 05 25 01 V14S01HFO070
TOTAL FCR CHECK:

00006157192 BARKLEY, JAMES DORFUELTAX 863V14SO1MFO67 0S5 25 01 V14S01MFOQ67
TOTAL FOR CHECK:

00006157153 BARKLEY, JANES DORFUELTAX 863V14S01MF104 05 25 01 V14501NMFD104
TOTAL FOR CHECK:

00006157194 BEAMER HANDLE CO INC DORFUELTAX 863V14501MF027 05 25 01 V14501MF0027
TOTAL FOR CHECK:

00006157135 BEISLY OIL CO DORFUELTAX 863V14501MF097 0S 25 01 V14501MFD0S7
TOTAL FOR CHECK:

00006157196 BERDELAVY, ROBERT H DORFUELTAX 863V1i4S01MFOS0 05 2S5 01 V14501MF0O0SC
TOTAL FOR CEECK:

00006157197 BERTRAM, FRED DORFUELTAX 863V14501MF044 05 25 01 V14501NF0044
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